‘APPROVED 


1 CN: ot PEOPLE 
INOFFICES, SI See’ PEA! 


u 
CAN FINDA SOB 
THAT WE LIKE ! 


SEE, SWEE’PEAZ 
THERE ARE MANY JOBS 
FICE. WE 


LAMA 
CLERK 
TYPIST. 


I AM THE 
RECEPTIONIST, 
PEYE. MAY 
I HELP You? 


LION MEN 
E EMPLOYED_IN 


/-__\N EVERY BUSINESS, 


ISCUSS PLANS Al 
| WRI 


BE COPIED, RECORDED AND - 
__ FILED FOR FUTURE USE. 


POPEYE E-10 BUSINESS AND OFFICE 
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THE COMPANY EXECUTIVES WHO RUN 
~ THE BUSINESS MUST STUDY SALES OR 
PRODUCTION FIGURES. THEY ALSO 
REVIEW RECORDS, AND DECIDE WHERE 
CHANGES CAN BE MADE. THIS WILL 
HELP THE COMPANY TO 
MAKE MONEY, 


THERE ARE VERY FEW JOB OPENINGS 

IN THIS CAREER FIELD FOR PEOPLE WITH= 
OUT A HIGH SCHOOL DIPLOMA OR A SKILL. 
MOST WORKERS HAVE FINISHED HIGH 


URSOST OFFICE WORK IS PONE INDOORS WITH 
PAPER AND BUSINESS MACHINES, BUSINESS 
PEOPLE WORK VERY CLOSELY WITH 


Bost OFFICE WORKERS HAVE A SKILL WHICH 
LEARNED THROUGH SPECIAL TRAINING 
IN HIGH SCHOOL, MANY LEARN NEW SKILLS 

ENS ae JOB SUCH AS FILLING COMPUTER DATA 


EPTIONISTS IN MOST LARGI 


res iE [" 
OFFICES RECEIVE CALLERS AND SEND 
“THEM 70 THE PROPER OFFICE. 


__ | SRERECEPTIONST FINDS OUT THE CALLERS DUSNESS| [5 
AND“THEN MAKES THE APPOINTMENT BETWEEN THE rte 
CALLER ANDTHE PROPER EMPLOVEE OF THE Business. | | 7 

; AR. SMITH, MR, BROWN 1S cee 


HERE TO SEE YOU, MAY 
SEND HIM IN 


| RRECEPTIONISTS RECORD THE NAME OF EACH 
“THE NATURE OF HIS BUSINESS, THE TIME OF HIS: 
CALL ANDTHE PERSON HE WISHES To SEE, 


as 


TFHERE ARE RECEPTIONISTS IN ALL KINDS OF 
S, OVER HALF THE PEOPLE IN THIS FIELD 
FIC F_ DOCTORS, LAWYERS 


CAN USUALLY 
1ST. BUSINESS 
Aare rtETEAe 
THEN A PRONOTION To A BETTER ONE. 


(OUSANDS MORE ARE EMPLOYED IN SEAUTY 
Wises teat ESTATE OFFICES AND SIMILAR, 


DURECEPTIONIST USUALLY WORKS IN WeLL- _] [7 miEnplove 

URNISHED FRONT OFFICES, FREE FROM NOISE | | ABOUT700000 WORKERS ARE EMPLOYED _ 
AND OVER CROWDING, AND SHE GEIS TO COPIES OF PRINTED AND HANDWRITTEN 
SAHET_MANY_ PEOP! MATERIAL. 


MANY ‘TYPISTS COPY INFORMATION 
FROM WRITTEN AND PRINTED MATERIAL, 
THEY DON'T HAVE TO LOOK AT THE . 
TYPEWRITER AS THEY WORK BECAUSE 
THEY KNOW WHICH “TYPEWRITER 

KEYS TO HIT WITHOUT LOOKING 

AT THEM, THIS IS CALLED 

TOUCH TYPING. 


THIS TYPIST IS WORKING FROM A VOICE 
RECORDING MADE BY THE EXECUTIVE SHE 
ASSISTS, SHE CAN STOP THE RECORDING 
ANO START IT AGAIN AFTER 
SHE HAS TYPED WHAT 44 

\S SAID. 


PLL STANDARD TYPEWRITERS HAVE THE 
SAME TYPE KEYBOARDS AND ARE OPERATED 
TN THE SAME WAY, MORE ELECTRIC TYPE- 
WRITERS ARE BEINO USED ALL THE TIME, 
REPLACING THE HAND OPERATED 
MACHINES. 


JASENIOR TYPIST CAN PLAN AND TYPE DIFFI- 
CULT INFORMATION, COMBINE ANP REARRANGE 
MATERIALS FROM DIFFERENT SOURCES AND 
PREPARE MASTER flag Ras MACHINES TO 


GAPPLICANTS FOR TYPING JOBS MUST MEET 

TERTAIN STANDARDS OF SPEED AND ACCURACY. ‘ + 
ANYONE TRYING FOR A JOB MUST TAKE A MOST BEGINNERS 
TYPING TE ARE ExerCiae To 


Bi 
TO SPELLHAVE | 
A GOOD VocaB- § 


Lo <S 
v= WOOP 


EMPLOYERS PREFER TYPISTS 
WHO HAVE HAD “TRAINING IN 
OR BUSINESS 
SCHOOLS. 


HIGH SCHOOL OR BUSINESS c PEOPLE WHO WANT 
SCHOOL TRAINING OFTEN INCLUDES "TO BE TyPISTS SHOULD 

EXPERIENCE WITH SIMPLE HAVE QUICK FINGERS, 
OFFICE MACHINES, NEATNESS, AND ABILITY TO. 

: Se ON THEIR, 


VTyPIstS USUALLY WORK IN PLEASANT, 
COMFORTABLE SPE REONUINGS: AT 
iN 


(OFTEN 
ECORD OF WHATEVER 
HAS BEEN FILED. 


= 
FIND THIS AVATERIAL, 

PLEASE, AND SEND 

(T TO MY OFFICE. 


‘(BILE CLERKS INSERT OR-REMOVE MATERIAL 
ROM THE FILES, THEY MAY BE EXPECTED 
TO SEARCH FOR INFORMATION FROM THE 
FILES,- THEY ALSO KEEP FILES UP To DATE 
ANO BRING FILES OUT FOR FOLLOW-UP, 


FILE CLERKS DON'T DO 
TASKS. THEY 
IN SAPE, PLEASANT. 
/ WORKING 40 HOURS 
OR LESS PER WEEK. 


THEY WORK REGULAR HOURS, 

ARE OFF ON HOLIDAYS WHEN 

“OFFICES ARE CLOSED, AND 

USUALLY HAVE! 2 WEEKS 

VACATION OR EVEN LONGER 
IN SOME PLACES, 


EMPLOYERS USUALLY 
WANT FILE CLERKS 
TO HAVE A HIGH 
SCHOOL EDUCATION, 


suis YOUNG i ~ | [SPHIS STENOGRAPHER is TAKING. DICTATION. THAT 
vanloédirner, ) EE TaIE Bina fool Wen ows 
STENOGRAPHER. rabacnd hice RY 


“YOUR LETTER TO ME 
OF JUNE 20,1973, 
LT AM SENDING... 


ALL THESE FUNNY MARKS: Beles 
MEAN WORDS AND 
PHRASES TO THE 
STENOGRAPHER. 


GPG STENOGRAPHER TYPES, NEATLY AND Art ER THE LETTER, TOGETHER WITH OTHERS HE 

WITHOUT MISTAKES, THE Lt THE HAS DICTATED, IS COMPLETED, THE STENOGRAPH- 

EXECUTIVE HAS JUST DICTATED TO HER, ER BRINGS fin TO HIM FOR HIS SIGNATURE. 
SHE THEN MAILS IT. 


JTHERE ARE MORE THAN 
2,500,000 PERSONS EMPLOYED 
AS STENOGRAPHERS. SOME 
OF THEM HAVE SPECIAL JOB 
TITLES ACCORDING TO THEIR 


SKILLS OR SPECIALTIES, 


QTENOGRAPHERS KNOW SHORTHAND, TYPING, SPHEY ALSO MAY PERFORM GENERAL OFFICE 
AND MANY USE OTHER BUSINESS MACHINES | | DUTIES SUCH AS ANSWERING TELEPHONES 
IN THE OFFICE. ANDO FILING, EX 


STENOGRAPHERS E 
ARE EMPLOYED IN J 
Seen Sl” | Tee Ae ita Somat 
CONFERENCE BETWEEN TWO ORGANIZATIONS OF ERE A’ i HAN! 
CUTIVES PRACTICALLY ALL COURT REPORTERS. 
SLED SIZES AND TYPES. 
THEY MAY WORK IN, 
FACTORIES, SCHOOLS, 
INSURANCE COMPAN ~ 
1ES | BANKS OR 
HOSPITALS. 


ONE OF THE MOST 
DEMANDING JOBS 
IN THE “SECRETARIAL 


FIELD IS THAT O} 
LEGAL SECRETARY, 


WAUHILE MOST STENOGRAPHERS CAN QUALIFY FOR 
A JOB WITH A TYPING SPEED OF 40 WORDS A 
MINUTE, LEGAL SECRETARIES ARE EXPECTED TO. 
TYPE FASTER, BEGINNING STENOGRAPHERS 
MUST TAKE AT LEAST BO WORDS A MINUTE 
AND MUST UNDERSTAND THE LEGAL TERMS 
THAT LAWYERS USE, 


LEGAL SECRETARIES HAVE TD LEARN 
HOW TO PREPARE THE SPECIAL LEGAL 
PAPERS THAT LAWYERS UBE WHEN 
THEY. REPRESENT THEIR CLIENTS IN 

BUSINESS AND IN THE COURTS. 


ANY MEN ARE EMPLOYED AS 


LEGAL SECRETARIES. 


ae SECRETARIES OFTEN EARN A GOOD DEAL 
Gite iS aa la AAL re Feet ee eee orcs WoeeEne Tee 
Ne AS Ss cola lll WORK FREQUENTLY INTERESTING AND IN 
Bee oe Ra OVERS PREFER PLEASANT SURROUNDINGS, 

EeROnL eae! ay 

OFFICE TRAINING TAKEN t Lap 
AFTER GRADUATION. 


oe ~ THERE ARE SO AND I RUN A 
7 OPERATE MANY DIFFERENT KINDS BOOKKEEPING 
A TABULATING [OF BUSINESS MACHINES MACHINE. 
MACHINE, i IN OFFICES TODAY, 
IT 1S HARD TO TELL 
THIS IS 
A BILLING 
MACHINE, 


ey AUL OF 


trek THIS: 


bu ay CATING 
MACHINE, 


MEN OR!) WOMEN CAN y 
BE TABULATING MACHINE MACHINE AND MAKE ADJUSTMENTS WHICH 
OPERATORS. THIS MACHINE WILL KEEP THE MACHINE OPERATING WELL. / 
PUTS INFORMATION ON OPERATORS ARE OFTEN TRAINED BY THE 
CARDS INTO A PRINTED COMPANY THAT SOLD THEIR COMPANY 
~ RECORD. ITS MACHINE, 


OPERATE. THIS BILLING MACHINE 


& \ 
ANO PREPARE STATEMENTS FOR INDIVIDUAL 
CUSTOMERS OR FIRMS, - 
I TYPE THE CUSTOMER'S 
WeRe SouGur, THE MONEY OWED, TENT eROOW? 
O P bye 
AND WHEN ‘PAYMENTS HAVE“ Lage 
BEEN MADE, 


PEOPLE. WHO OPERATE 
BUSINESS MACHINES 
. MUST BE ALERT. 


BUSINESS “MACHINE OPERATORS: 
MAGAZINES OR PRINTED MAIL ARE INCLUDE BOTH MEN AND WOMEN, 
SENT TO PEOPLE ON MAILING LISTS. MANY MACHINES REQUIRE A 
BY MAIL~PREPARING AND MAIL— KNOWLEDGE OF TYPING. MOST . 
HANDLING MACHINE OPERATORS. BUSINESS MACHINE OPERATORS 
HAVE A KNOWLEDGE OF MORE 
THAN ONE KIND OF BUSINESS 
MACHINE. 


NOT ALL BUSINESS 
MACHINE OPERATORS HAVE 
THE SAME AMOUNT OF 
SKILL, THE PEOPLE WHO. 
ARE VERY GOOD AT THEIR 
JOBS ARE PAID MORE 
MONEY ANO DO MORE 
MORE 


WORK WITH 
RESPONSIBILITY. NOW 
LET US SEE WHAT 
OTHER KINDS OF 
BUSINESS MACHINES 
THERE ARE. 


I CALCULATE ALLTHE MONEY RECORDS OF 
THIS COMPANY ON THIS BOOKKEEPING 
MACHINE. IT DO ALL THE MATHE- 
MATICS NEEDED TO MAKE THESE 
= RECORDS COMPLETE. 
INTERESTING 
ISN'T IT? 


XY I TOOK Busi- | 7 
Re Su RON auc) NESS couRsEs | /” Popeye. x oreRare. 
COMPLICAMTED MACHINE? ver Me Tea se 


THIS IS: AN ELECTRICALLY 
THIS IS OPERATED ADDING MACHINE, 
AN ADDING, POPEYE. IT PROVIDES THE FiGURES| 
MACHINE ¢ NEEDED IN PREPARING PAYROLLS 
Qo AND INVOICES, 


THIS IS A MORE COMPLICATED MODEL, 


THIS IS A CALCULATING 

ES MORE THAN AN 
ADDING MACHINE, IT ADDS, SUBTRACTS, 
MULTIPLIES AND DIVIDES. I'Lt BET 
KIDS WOULD LIKE TO HAVE THIS 


MACHINE TO DO THEIR HOMEWORK, 
POPEYE, DID YOU HEAR ME? 


t t 
INTO THE ADDING MACHINE, THEN T 
HIT ANOTHER KEY AND THE MACHINE 
ADDS AND SUBTRACTS THE FIGURES 

AND PRINTS THE RESULTS, 

ISN'T IT WONDERFUL 


7 (THis 1S A DUPLICATING MACHINE, POPEYE, IT MAKES. 
COPIES OF PRINTED, WRITTEN, OR TYPEWRITTEN 
DOCUMENTS QUICKLY AND INEXPENSIVELY, 
SIMPLER KINDS OF DUPLICATING MACHINES 
CAN BE OPERATED BY ALMOST ANY 
“OFFICE EMPLOYEE: 


ABOUT 325,000 PEOPLE 
OPERATE BUSINESS MACHINES 


ONLY “A TRAINED DUPLICATING MACHINE 
TO MAKE AND THE FIELD IS GROWING 
VERY FAST, 


OPERATOR -CAN RUN IT 


ess EMPLOYERS EXPECT JOB SEEKERS \ 
MOST BUSINESS MACHINE 5 TO HAVE FINISHED HIGH SCHOOL AND, | — 
OPERATORS WORK FOR LARGE FOR OPERATORS OF SPECIALIZED , 
COMPANIES. MEN AND WOMEN ri EQUIPMENT, ADDITIONAL TRAINING IS 
WORK AT THESE JOBS AND r DESIRABLE. OFFICE MACHINE 
MANY OF THE COMPAN! 


12S OPERATORS SHOULD HAVE A 
ARE LOCATED IN LARGE Erte 3 KNOWLEDGE OF TYPING TOO, 


Business MACHINE OPERATORS WORK | | 
REGULAR HOURS IN COMFORTABLE, ATTRAC~ | 


TIVE OFFICES, MOST ARE SATISFIED WITH 
THEIR JOBS. 


TO TRAIN SOME 
BUSINESS MACHINE 
OPERATORS. MORE 
COMPLICATED MACH= 
INES SUCH AS THE 


ISSN 
ce \ 


\ 


I AM A KEYPUNCH 
OPERATOR. THIS MACHINE 
IS SIMILAR iN SOME 

WAYS TO AN ELECTRIC 

TYPEWRITER, HAVING AN 

ALPHABETICAL AND. 

NUMBER KEYBOARD, I 
COPY INFORMATION 
ONTO PUNCHCARDS, 


ALL THE INFORMATION i/ KevPu 
IS PUNCHED ON THESE AND SOMETIMES HAVE SPECIALIZED 
puacncanpeeuncd TRAINING. SOME KEYPUNCH OPERATORS: 


ARE TRAINED ON THE JOB By: 
INTO ELECTRONIC DO RURERVISORS 
COMPUTERS, EXPERIENCED SUPER! RS. 


ARE : 

HAVE HIGH SCHOOL 
OR BUSINESS SCHOOL 
EDUCATIONS. THEY 
Ml ALSO HAVE A. 


RAINING ON= 


7 
THE*JOB me 


Bike other 


A KEYPUNCH OPERATOR PUTS} 
THE INFORMATION ON PUNGHCARDS 


BGT MAY REQUIRE SEVERAL SKILLED GJOME SMALL MACHINES MAY BE RUN BY AS 
Sepals TO OPERATE A LARGE FEW AS TWO COMPUTER OPERATORS. 


AUL RIGHT, ; 
PROFESSOR , WAIT A MINUTE / 
ZT WiLL I) 


NOT PEEK! 


IT IS-A COmputER. 
IT TELLS ME Sacre 


id 
HAPPEN IN ‘THE 
FUTURE, WATCH!” 


HAT OOES IT 
AY WILL HAPPE! 
WOTASNO22LE 2 


REALLY 1 
HAPPENS . 


BIN MANY LARGE COMPUTER SYSTEMS THE DATA INMACHINE DATA IS SOMETIMES PRINTED ON 
PROCESSED BY THE COMPUTER HAS TO BE ARDS OR ON TAPE WHICH IS THEN 
| TRANSLATED FROM MACHINE LANGUAGE CONVERTED TO CARDS. SO THE INFORMATION 
INTO WORDS AND NUMBERS, CAN BE READ AND USED AS NEEDED, 


EJOME ELECTRONIC COMPUTERS RUN AS MUCH Au OPERATORS WORK UNDER THE GENERAL! 
AS IG TO 26 HOURS A DAY. TWO OR THREE DIRECTION OF A CHIEF SUPERVISOR ON 
DIFFERENT SHIFTS OF OPERATORS MAY EACH SHIFT, 
OPERATE THIS EQUIPMENT, 


THERE ARE MORE THAN 


iT AGENCIES, 
COMPANIES, 


see 

fin am 

AT Pi 

WWOsT EMPLOYERS WANT COMPUTER OPERATORS 

TO BE HIGH SCHOOL GRADUATES, MANY HIGH 

,-SCHOOLS OFFER COMPUTER COURSES. EMPLOYERS 

PREFER CONSOLE OPERATORS TO HAVE COLLEGE 
-OR TECHNICAL TRAINING. 


WORKERS IN THIS FIELD 
FIND IT PAYS VERY WELL. 


(a4 | 


a) & 
| ” 
‘ ( B= 
pelt 


GomPUTERS WORK OUT ANATHEMATICAL 
PROBLEMS AT GREAT SPEED. THEY STORE 

GE AMOUNTS OF FACTS IN" MEMORY 
BANKS” AND USE ‘THESE FACTS LATER To 
| PERFORM “THEIR TASKS. 


MANY 
COMPUTERS OPERATE 
24 HOURS A DAY, 


ENING ©} 
BURING THE 
NIGHT. 


Hh 


UPHE "PROGRAM" OR. DETAILED INSTRUCTIONS FOR PROCESSING THE DATA ARE THEN FED 
5 EP use fell e WITH THESE INSTRUCTIONS, THE COMPUTER CAN SOLE THE 
5 . 


\ Zon 


———_——_ Tre 
\ i _ ( HI 
ore COMPLICATED PROBLEMS SUCH AS 


SPACE EXPLORATION CALCULATIONS MAY THIS (S THE COMPUTER 

TAKE MONTHS OF STUDY BEFORE THEY CAN PROGRAMMER. I HAVE YOUR 

BE GIVEN TO THE COMPUTER TO SOLVE. PROGRAM READY FOR 
Y —\ THE COMPUTER. 

YY 


Up 


THERE ARE MORE THAN 200,000 
COMPUTER PROGRAMERS WORKING 
| FULL TIME _AND THERE WILL BE 
MANY MORE IN THE NEAR 
FUTURE. 


IN COMPUTER PROGRAMS DEALING 
WITH SCIENCE AND ENGINEERING, 
MOST PROGRAMMERS ARE COLLEGE. 
GRAOUATES WITH DEGREES IN 
ENGINEERING. THE PHYSICAL 
SCIENCES, MATHEMATICS OR 
COMPUTER SCIENCE, / 


|}GOMPUTER PROGRAMMERS IN LARGE BUSINESS 
FIRMS MAY HAVE EXPERIENCE IN MACHINE 
TABULATION, PAYROLL WORK OR ACCOUNTING 


PSSveTENS ANALYST PLANS AND CARRIES ourTHE | | AAlosT SYSTEM ANALYSTS DEVELOP 
“COMPUTER PROGRAMS NEED TO SOLVE LARGE, COM- FO 
PLICATED PROBLEMS, 


HE WILL FIND THE BEST 
WAY FOR A COMPANY TO SHIP ITS GOODS OR” 


KNOW WHAT SUPPLIES WILL BE NEEDED FOR A _ 


a3 
R USE WITH ELECTRONIC 
ERS, 


COMPUTERS, : 
re ee 
Boo 


SOME EMPLOYERS 
WANT SYSTEM ANALYSTS. 
TO HAVE A FOUR-YEAR 
COLLEGE DEGREE, 
WHILE OTHERS EXPECT _. 
THEIR APPLICANTS: 
TO_HAVE DONE 

EVEN MORE 
GRADUATE WORK, 


ie 
i 3 


ORE Ti Cl STEM TS 

Sea paved NOW AND THis NUMBER IS. 

| “NSoeaNe com PANIES, BIO BUSNESSES 
ANG THE GOVERNMENT, ores 


V7ais IS ONE OF THE FASTEST-GROWING 
JOB FIELDS, THERE WILL BE MANY 
JOB OPENINGS HERE IN THE 

COMING YEARS, 


ACTUARIES 
ARE RESPONSIBLE 
FOR - DESIGNING. 
INSURANCE AND 
PENSION PLANS, 


(ETUARIES DETERMINE WHAT THE COST CF THE 
INSURANCE WILL BETO THE CUSTOMER AND’ 
* COSTS OF COMPANY PENSION PLANS. - 


i 


"Busse PEOPLE USE MORTALITY COEATH) 
setiedakt Sg oaobatey Sees 
ARRIVE AT “THEIR FIGURES. 


"THERE ARE ONLY ABOUT 
4,000 PEOPLE ENGAGED! 
mh IN ACTUARIAL WORK 


FOR INSU! ce 
COMPANIES OR THE 
FEDERAL GOVERNMENT, 


CTUARIES NEED TO Be COLLEGE GRADUATES 
(TT COURSES IN HIGHER MATHEMATICS TO 
BEGIN THEIR WORK. ITTAKES THEM 5 1D 

[ORK TO LEARY 
Lana + SKILIS OF THEIR: 


ACCOUNTANTS EXAMINE’ BUSINESS RECORDS | 
AND PREPARE FMANCIAL REPORTS. THEY. 
MAKE UP PROFIT AND LOSS..STATEMENTS, 
AND OTHER BUSINESS REPORTS, THEY ARE 
SPECIALISTS IN TAX REPORTS AND THEY 

CAN DO THIS WORK BETTER THAN ANY GTHER, 
OFFICE WORKERS IN OTHER FIELDS OF WORK, 


MANY OF THESE WORKERS ARE PUBLIC 

ACCOUNTANTS WHO WORK AT AN 

HOURLY RATE FOR BUSINESSES OR 

INDIVIDUALS. GOVERNMENT ACCOUNTANTS 

WORK ON GOVERNMENT FINANCIAL 
RECORDS, 


NTS. MAY SPECIALIZE IN 100 OR- 
“Dil WHICH INVOLVE 
{FINANCIAL RECORDe 


MORE THAN 500,000 
ACCOUNTANTS WERE EMPLOYED 
LAST YEAR AND THE NUMBER 
INCREASES EACH YEAR. 


FRRAINING | 
ACN NS can 
Rae 
JUNIOR COLLEGES, 
ACCOUNTING AND 
BUSINESS SCHOOLS 
AND CORRESPONDENCE 
SCHOOLS, 


A, List FiVE JOBS IN BUSINESS AND OFFICE CAREERS YOU THINK YOU MIGHT 
ENJOY, NEXT TO EACH LIST THE TRAINING YOU WOULD NEED. 
YOU CAN FIND THE ANSWERS. IN THIS BOOK, 
JOB "TRAINING 


Dip You FIND ANY JOBS You DID NOT KNOW ABOUT? LIST SIX, Fes 


BUSINESS AND OFFICE JOBS ARE POSSIBLE WITH TRAINING THAT MAY INCLUPE: 
CHECK ONE YES NO yES 


HIGH SCHOOL DIPLOMA = =_______ GRADUATE DEGREE 
JUNIOR COLLEGE DEGREE ADDITIONAL ON-THE- JOB TRAINING 
BUSINESS SCHOOL TRAINING ——. SPECIAL TRAINING IN HIGH SCHOOL. 


== KNOWLEDGE OF BUSINESS MACHINES ___ 


& Business ie OFFICE CAREERS Bay BE FOUND IN: 


YES 
GOVERNMENT TAGENCIES ae INSURANCE COMPANIES 
FACTORIES — — HOSPITAL! 
BUSNESS = OURTS 
SCHOOLS a PUBLIC ADMINISTRATION 
BANKS T= SPACE AGENCIES Y 
§ CAREERS IN BUSINESS AND OFFICE WORK INVOLVE WORKING WITH : 
CHECK ONE YES NO yes NO ‘ 
PEOPLE —— -— THINGS —— — PAPER WORK 
IDEAS —— — MACHINES —_ __ RECORD KEEPING 
6 Business AND oFfice COREERS. DEMAND: 
CHECK ONE 
MANUAL DEXTERITY N 


JEATNESS 
GOOD CONCENTRATION SPEED AND ACCURACY 
GOOD APPEARANCE KNOWLEDGE OF THE BUSINESS 
PLEASANT MANNERS KNOWLEDGE OF TYPING 


DEPENDABILITY ——  PROMPTNESS 
vi Most BUSINESS AND OFFICE CAREERS ARE DURING REGULAR 


DAYTIME HOURS AND USUALLY IN PLEASANT SURROUNDINGS..------.—_ __. 


3} ‘THERE ARE BUSINESS AND OFFICE CAREERS FOR MEN AND WOMEN, 
YOUNG AND OLD, AND WITH A WIDE RANGE OF CAPABILITIES. —— 
JOBS ARE ALSO POSSIBLE FOR THE HANDICAPPED. 


9g USINESS AND OFFICE WORKERS ARE CALLED THE 
RECORD KEEPERS" OF OUR SOCIETY, - 


THERE ARE VERY FEW JOB OPENINGS.IN BUSINESS AND OFFICE 
CAREERS WITHOUT AT LEAST A HIGH SCHOOL DIPLOMA . soe — = = = = = — 
ARE PEOPLE WHO WORK IN BUSINESS AND OFFICE CAREERS | AN 
WMPORTANT PART OF THE ECONOMY OF THE UNITED STATES 7______.. — —— 


Dip popeve . THINK IT_ WAS Patera Pen dae DO THE BEST YO 
CAN IN SCHOOL AND TO FINISH HIGH SCHOOL IF YOU WANTED 
TO WORK IN BUSINESS AND OFFICE CAREERS 7__- __ 


DISASSION CURSTIONSY 


DIRECTIONS. 
CONSIDER ANDO DISCUSS THE FOLLOWING QUESTIONS 


1 HOW GOOD ARE YOU AT ORGANIZING, STORING AND 
O FINDING WRITTEN AND PRINTED PAPERS, RECORDS, 
BOOKS AND OTHER INFORMATION THAT YOU KEEP FOR 
FUTURE REFERENCE? HOW COULD YOU IMPROVE 
YOUR SYSTEM? 


HOW WELL DO YOU ORGANIZE YOUR TIME AND PLAN 

19 SCHEDULES FOR DOING THINGS, GOING PLACES, 
SEEING PEOPLE? WHAT PLAN HAVE YOU EVER MADE 
THAT WAS SUCCESSFUL? WHAT MADE IT SUCCESSFUL? 


WHICH OF THE JOBS WHICH CALL FOR RECORDING, 
@ STORING, AND COMMUNICATING INFORMATION 
WOULD YOU CHOOSE TO DO? 


a wiclor’THe JOBS WHICH CALL FOR ANALYZING, 
PLANNING, PROGRAMMING AND SUPERVISING 
BUSINESS PLANS AND PROJECTS WOULD YOU 
CHOOSE TO DO? 


DO YOU HAVE A MATHEMATICAL APTITUDE? IF SO, 
lO WHICH BUSINESS CAREER REQUIRING THIS SKILL 
WOULD YOU CHOOSE TO DO? 


Zz LIKE 
WORKING 


is 
- 
BA. 


YOU CAN'T FIND 
THINGS WITHOUT A 
GOOD FILING SYSTEM! 
— s 


7 


